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VEHICLE DISPOSITION

Documentation and authorization to all State
agencies to remove disposed vehicles from
inventory records.

FUEL MANAGEMENT AUDITS

Audits of the Fuel Management System
(Required by contract)

ANNUAL REPORT OF FIXED ASSETS, MATERIALS & SUPPLIES

Annual Report of Fixed Assets, Materials and
supplies from all State agencies.
(Required by COMAR)

‘LEGISLATIVE AUDITS

Copies of Legislative Audits from all State

agencies and any correspondence relating to
audits.

FUEL MANAGEMENT EXEMPTIONS

Requests from State employees granting exemptions
from using the statewide fuel management system.

MISSING AND STOLEN PROPERTY, DONATIONS

Documentation and authorization to all State
agencies to remove stolen and missing property
and donations from inventory records.

RECYCLING PROGRAM

Recycling locations and miscellaneous correspondence

on recycling.
(Required by Law)

i house, then destroy.

i Retain for 5 years in-
! house, then destroy.

Retain for 5 years in-
house, then destroy.

T

Retain for 5 years in-

Retain for 6 years
(3 audit cycles) then
destroy

Retain for 5 years in-
house, then destroy.

Retain for 5 years in-
house, then destroy.

Retain for 5 years in-
house, then destroy.
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INITICH-RECSRD @E-A GROUP OF REXLATED RECIRDE NOMMALLY pFILED

RECTRD SERIES TITLX

Vehicle Dispnsition

REFERENCE AN WELIL AT RETENTION ANGS Difron

AND USER AS A UNIT FeRr -

3. EXARLIEST YEAR/LATEST YEAR

1987 m _1992

et

Required by COMAR

T™E SERIES.

= S IPrion (“lm? DEIBSCRIBE THE TYPES oW lﬂnm‘r!m!um[”m mn
INCLUGE THE PURPOSE GR FUNCTICH O THE “”zsl

‘Documentation and authorization to all state agenc1es to remove disposed
vehicles from inventory records.

L1 T

RICSRO STRIES FORMATS S |
l=rTmR si= C uiceriLu
LEcaz, sx:.*-:‘ C comuTER TAPE
=8 N1 o] ao:x C ncoeey Bisc
AL TAPE C VICES TAPT
CTHER( SPECIFY]

RECSRO SERIES S=o=ics
C ALPHAEETICAL T.
X moeRican

C CHRENCLOGICAL,

9. VCLJE

B - 21X cmm(s]
"-’1-_:5-?' C MIc=FILK @.(s)
ru.-na:‘l E TAPE(s]

c—.-zn(s-ec.rr)

C &GoaRaPHIcaL

c CTHER(SPEZIFY]

ta. Amu:. ACTIMIATIEON
o " R FILE CRAYER(S]
'€ MICEFILK REEL(S)

r.a&-zsrc CHPUTER TAPE(S)

FilLE IS USED

X ealLy € ey

1.

C MoaTHLY :
SUPHES

€ aventcpeniew:

FILE EECTMES INACTIVE AFTER
= meH(S)

e YEAR(S]

CURRENT LOCATICN(S] (BLDG. ,FLOCR.ADCH)

14. IS RECSRT SERIES CLPLICATED ELSCYMERET

{tr yex, cite taw{s] & mxauraTion(s]

Rt YA PP YTdATagency .
301 W_Praston St. Room M2 . —
b ACTESS RESTRICTIONS C yes & nc 16. ALTIT REQUIREMENTS

SN & staTz € rercrar C INCEPENDENT

CyeEs € no

IS AN INCEX SYSTEM USEZT (19 yes.2o0etAln
BRIEYLY AND OEZCRINE ANY MARDRARE, SOPTEARK )

18.

5 years in

RECOAGINTED RETENTICN

house

Then dispose of in house

L 2 ANG TITLE OF PREPARER

yn Wilson

dministrator, Statewide

TELEPHONE NUMEER

225-4258
Inventory Programs

20.

23. QATE

12/21/92

OGS 330-4 {REVISED 2/87)
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Fuel Manaadement Audits
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5. EARLIEST YEAR/LATEST YEAR

1593 T _1002.

IR

Reqqired by contract

Rudits of the Fuel Management System
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CTHER( SPECIFY]
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C MmavERICAL
X CHRONCLCGICAL,
C c=ocRAPHMICAL

C CTHER(SPEZIFY)

3. VCLLME

4 Fit= cRaYER(S)

€ MicerILR Re=x(S)
C c=MPUTER TAPE(S)
C CTEER(SPECIFY)
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noeBeE®

10. ANNUAL ACTMULATION
& riLs CRAYER(S]
1 © MicxerIiLx Re=w(S)
RGOZR C ooMPuUTZR TAPZ(S)

€ ~weaieperrew:

FiLs IS usTS 12- FILE EEcoMES INACTIVE AFTER
& calLY € ey C Mo THLY mnmz?- S »mH(S) € YEAR(S)
- CURRENT LOSCATION(S] (BLDG.,rFLocrR.ROcHM]) 14. 1S RECSRT SERIES CUPLICATED ELSEYMERE?T
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301 W. Preston St. Room M7 Xves G wno Each individual state age
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Cyes £ no
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IS, ALSIT RECUIRSMENTS
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) . AND TITLE OF pPREPARER

Ka yn Wilson -
Administrator, Statewide

20. TELEPHONE NUMEER

225-4258
Inventory Programs

21. BATE

12/21/92
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agencies.

Required by COMAR
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_Annual Report of Fixed

‘Assets and Ma
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C cTHER(SPECIFY)
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C cMPUTER TAPE(S)
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10, ANNUAL ACTMULATION
& FILE CRAYER(S]
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18. RECTMVENCET RETENTION

R

DCS 330-4 (REVISED 2/87)

5 years in house .

, . I Y g

Then dispose of in{house K

-'mﬂmw PREPARER | 20. TELEPHONE NUMEER 21. DATE | s :
o 225-4258 12/21/92 )

Kathryn Wilson, Administtator, Statewide Inventory Rrograms: :~:in.s-:n- o, b
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RECSRD SERIES TITLE . °

k3
] egjs]atjue Audits

- NI TICN-RECSRD SCRIES.D SMOUP OF RELATED RECOROS NORMALLY FILXD
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4 THE SERIES.

relating to audits.

Required by COMAR

RECORD SERIES DESCRIPTION (PM}X7LY DESCRIAK THE TYPXS OF INFGRMATION/DOCUMENTS/[FORE pouND

INCLUDE THME PURPASE OR FUNCTICN GF THX lﬁ”!!)

Cdpies of Leg1s1at1ve Audits from all state agenc1es and any correspondence

REISRD SERIES FORMAT! S ) 8. RECTRD SERIES SSQENCT

L=TTER SIzE C Micerilu C ALPHAEETICAL

X =cal, S1o C COWMFUTER TAPE & navERICAL

2o Book C micopoy pisc C aRreNcLCGlICAL,
,4.:. TAPE C YILED TAPS C ocaRaPHical,

CTHER( SPECIFY) € CTHER(SPEZIFY)

2. VCLLME

E FILS SRAYER(S]

€ MICRCFILN REZL(S)

C comPUTER TaPE(S)

nosdazg® .
S CTEER(SPECIFY]

10. ANMNUAL ACTMULATION
X FIiLEZ CRAYER(S]

1 C MICEFILX REZL(S]
mc CSMPUITER TAPZ(S)

= SIS Co Y T
- PILE 1S USED 12. rile ezcomeEs INACTIVE AFTER
X calLy C oy C MONTHLY SO S MONTH(S) C YEAR(S)
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e
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c\'zs q(uo

18. RECTMMENCED RETENTION

: 3 audit ¢ycles or 6 years
Then destroy in house

[UURUDIN FEUIRAURIY S ~ S

. AND TITLE OF PREPARER 20. TELEPHONE NUMEER

Katnryn Wilson- - 225-4258
_Administrator, Statewide Inventory Programs A

21. DATE

12/21/92

OGS 330-4 (REVISED 2/87)
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c
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=4

-y

CTHER( SPECIFY)

FLCOPPY BlsK
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8. RECTRD SERIES SSOUENCT
C ALPHABETICAL
X NIMERICAL
C oRonNCLCGicAL
C c=ooRAPHICAL

C CTHER(SPESIFY)

). VoLLME
X Fitz CRAYER(S)
C MIicFILR RE=IL(S)
n_'__‘_‘l_ € cMPUTER TAPE(S)
BER £ emrER(sPEciFY)

10, ANNUAL ACTMULATION

W FILZ CRAYER(S]

. € MiccFILM RE=L(S)
E&'ﬁ' € CHPITER TAPE(S)

FliLE IS S&E2

v
C casry X veney

1.

C MoTHLY
SUHEES

C oot eommrew

FILE BECTMES INACTIVE AFTER
2 ymTH(S)

€ YEAR(S]

- CRIENT LOCATION(S] (BEtoc. . FlochR., ocu)

14.

IS RECSHT SERIES CUPLICATED ELSEYHERET

{17 ye=, cit taw{s] & mxcuraTiON] =]

C v < sTaATT

tir yes, srec: 1 :
301 W. Preston St. Room M7 % ves e Each ind Py AIOEF'agency
. ACCESS RESTRICTICNS C yes X ne 18. ALTIT REQUIRSMENTS

€ re=sral C© INCEPENDENT

« IS AN INCEX STSTEM USEDT (19 vyes.z00tA N

Kathryn Wilson, Adm1n1strator Statewide Inventory Programs

EIEFLY AKD OEICRINE ANTY mmummgltcm;\uz) 13. RECSAENCED RETENTION
¢ ves % na 5 years in house
Then dispose of in house
. AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. BATE
' : 225-4258 12/21/92 )
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RECSRD SERIES TITLE -
Missing and Stolen Property, Donations

REFERFNCE AX WELL AS RETENTION AND DiSros

AND USEDR AS A UNIT FoR .
1TION Puwpones .

3. EARLIEST YEAR/LATEST YEAR
1988 ¢ 1992

4N THE SERIES.

Required by COMAR

R {ES DESCRIPTION (PTIX7LT OXSCRIIX THE TYFPES OF INFCRUATION/DOCUMENTS FORMS POUND
c=Ro S=R . INCLUDK TME PURPOSE GR FUNGCTICN OF Tux sErIEs]

Documentation and authorization to all state agencies to remove stolen and
missing property and donations from 1nventory records,

RESSRD SERIES

c-;-za( SPECIFY)

TiS)

}ETTER SI== € MiCEri
LEcAL S1ZT= C CIOFUTER TAPE

eoam pock © morey pisc

' TAPE C VILES TAP:

8. RECSRD SERIES SSOENCT
C ALPHAEETICAL
X razasnicar

C aRonCLSGICAL,

3. verLue .

' ¥ Firs cRAYER(S)

C MicReFILK RE=L(S)
C cMPUTER TAPE(S)

T T3
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18, ANNUAL ACTMULATION
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ROZR © CSMPUITER TAPEZ(S)

riLs 1S usss
| G pAlLY

C ey
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& Moy m

C oreatepermtewt

FILE BECTMES INACTIVE AFTER
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301 W. Preston

- SRRENT LOCATION(S] (Roc. ,rilocr. oo

St.

Room M7

B YES S No

14. IS Hk:ﬂ: SERIES MICA;E ELSEYHERETY
tir yex, srecirry somver on orrics)

Each individual agency

« ACCTESS RESTRICTIONS
{ir yes, c17x tawls] & wmauraTion(s]

Cyes gnNo

1s. ALZIT R:q:xm. !

CNax E sTaTt C remgrar © INCEPENDENT
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-
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18.

RECTIAGINCET RETDNTION

5 years in house

Then dispose of in house
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Ka yn Wilson
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